RULE |

MEETI NGS OF THE BOARD

SECTI ON 1:

SECTI ON 2:

SECTI ON 3:

SECTI ON 4:

SECTI ON 5:

SECTI ON 6:

The board shall hold one regular neeting within
each quarterly period of the fiscal year. The
board shall hold such special neetings as may be
called by the chairman or as provided in Article
2536, Section (M of the Civil Service Act.

Unl ess otherw se provided in the notice for such
nmeetings, all nmeetings shall be held at 7:30 p. m
at the City Hall, 6437 Jefferson Highway,
Har ahan, Loui si ana.

Notice of all meetings shall be given by posting
such notices on the city hall bulletin board,
fire, and police bulletin boards, not |ess than
ten (10) days before the date fixed for such
nmeeting, unless otherw se provided by |law. Such
notice shall state the time, place, and subject
matter to be covered, and whether said neeting is
regul ar or special.

Special nmeetings of the board will be held only
upon call of the chairman, or in his absence, the
vice-chairman, or as provided by Article 2536,
Section (N) of the Civil Service Act.

Al'l board neetings shall be open to the public,
except when the board neets in executive session.

Al'l board nmenmbers nust be notified in witing not

less than ten (10) days preceding all regular
board neeti ngs.

RULE ||

SUBJECT MATTER OF NEETI NGS

SECTI ON 1:

SECTI ON 2:

At regular neetings of the board it shall
consider all new and old business which may be
br ought to its attention in the mnner
her ei nafter provided.

At special neetings the board shall consider only

t hose itens of business for which the neeting was
cal | ed.

RULE 111

ORDER OF BUSI NESS
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SECTI ON 2:
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At regular neetings the order of business shall

be as follows:

1. Readi ng of the m nutes.

2. Speci al and general reports.

3. Deci sions and orders on matters consi dered
at previous hearings and neetings.

4. Unf i ni shed busi ness.

5. New busi ness.

At special neetings the order of business shall

be as follows:

1. Readi ng of the m nutes.

2. Deci sions and orders on nmatters considered
at previous hearings and neeti ngs.

3. Hearing of matters previously fixed for the

speci al neeting.

RULE |V

EXECUTI VE SESSI ONS

SECTI ON 1:

SECTI ON 2:

The board, if required, will neet in executive
sessi on when considering sensitive matters, when
grades or scores are considered fromtesting, or
when any matter or hearing is conducted when a
juvenile is the party invol ved.

The board, if required, will meet in executive
session upon request of the mpjority of board
menbers. Al'l voting on matters discussed in
executive sessions will be conducted upon return

to public neeting.

RULE V

APPLI CATI ON FOR APPEALS AND HEARI NGS

SECTI ON 1:

Any person authorized to appeal to the board
under the provisions of The Civil Service Law nay
apply for such an appeal by a witten notice
giving a clear and concise statenment of the
action conplained against, the basis of the
appeal, and the relief sought. Application for
appeal s to the board under the provisions of R S.
33: 2501 of the Civil Service Law shall be made
only by regular enployees in the classified
service and shall belimted to matters invol vi ng
di scharge, corrective, or disciplinary action and
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the application shall so state. Al'l ot her
request for hearings shall set forth the section
of the Civil Service Law under which the
application is brought and shall contain a
st at enent of the jurisdiction whi ch t he
application is brought and shall contain a
statenent of the jurisdiction of the board. Al |
applications for appeals and other hearings nust
be signed by applicant or his counsel, if any,
and nmust give the full name and post office

address of the applicant and of his counsel.
Witten notice shall be filed with any nenber of
t he board. An additional copy shall be furnished
the board for service on the authority or person
agai nst whom action the appeal is taken, if any.

No appeal shall be effective unless the above
stated notice is filed within fifteen (15) days
foll owing the action conpl ai ned agai nst, or where
written notice is given of an action to be
thereafter effective, within the fifteen (15)
days following the date on which such notice is
gi ven.

The secretary of the board shall cause the date
of filing to be noted on each notice of appeal
and shall file said appeal on the appeal s docket,
giving the said appeal an appropriate title.

Al'l  hearings on appeals shall be open to the
public.

Parties shall have the right, but shall not be
required, to be represented by counsel. Wen any
party is represented by nore than one attorney,
only one attorney for any party shall be

permtted to exani ne the sane witness.

The burden of proof as to the facts shall be on
t he appointing authority, except in those cases
when t he enpl oyee al | eges di scrim nati on based on
political or religious beliefs, sex, or race. In
every appeal the appointing authority shall be
required to open the case.

The rul es of evidence as applied in civil trials
before the courts of this state need not be
strictly conplied with, but the board shall limt
evidence to matters havi ng a reasonabl e rel evance
to the issues before the board.

Parties and wtnesses shall be subject to

cross-exam nation as in civil trials. The board
| ooks with favor upon stipul ations of undi sputed
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SECTI ON 12:

SECTI ON 14:

SECTI ON 16:
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facts.

The board may fix total time permtted for all
argunments and may require witten briefs to be
subm tted on the issue presented.

The board may, on request of any party or on its
own notion, place w tnesses other than parties
under the rule of the board and thus excl ude them
fromthe hearing room

Any party desiring the i ssuance of a subpoena for
the attendance of a witness or the production of
books or papers nust apply for appropriate order
to the board in witing at |east eight (8) days
before the time fixed for the hearing.

The written rules, regul ations, and procedures of
the civil service board and Revised Statute
33:2471 and those that follow will be the basis
for all hearings and appeal s.

The board may fix total time permtted for all
argument and may require witten briefs to be
submtted on the issue presented.

The written rules, regul ations and procedures of
the civil service board and civil service |aws
will be the basis of all hearings and appeal s.

RULE VI

DI SM SSAL OF APPEALS

SECTI ON 1:

| f the appellant fails to appear at the place and
time fixed for any hearing, his appeal may be
di sm ssed or the civil service board may, in its
di scretion, continue the case or proceed wth
the hearing and render its decision upon such
evi dence as nmay be adduced at the hearing.

RULE VI |

TRANSCRI PTS OF HEARI NGS

SECTI ON 1:

|f any party to the hearing desires a permanent
transcript of the hearing, he/she shall furnish a
court reporter for said purpose at his own

expense. Where a court reporter is furnished,
the original of the transcript shall be filed
with the board and shall becone part of the
per manent record of the appeal. Where no court
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reporter is furnished, the secretary of the board
shall maintain as conplete notes as is feasible,
and the board shall issue a finding fact.
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RULE VI ||

Al other hearings of the board shall be
instituted and shall be conducted in accordance
with the above and foregoing rules concerning
appeals to the board so far as possi bl e, provided
however, that as to notice, public nature of
hearings, etc., requirements of The Civil Service
Law shall prevail in hearings or other matters
within the jurisdiction of the board, such as
est abl i shnment of new enpl oynent |ists, amendnments
or revi sions  of classification plans, or
i nvesti gati ons.

RULE | X

APPL| CATI ON FOR ADM SSI ON TO TEST

SECTI ON 1:

SECTI ON 2:

SECTI ON 3:

SECTI ON 4:

SECTI ON 5:

Test for entry upon pronotional and conpetitive
enpl oynment |ist shall be advertised for and
adm ni stered in accordance with Section 22 of the
Civil Service Act. Test for entrance upon
conpetitive enploynment list may be given as the
needs of the service require. Test for entry
upon pronotional enploynent list nmay be given
after any existing list is twelve (12) nonths ol d
or expires.

Applications for admssion to test wll be
recei ved on boar d- approved forns by t he
departnmental board nenber at any tinme up to
thirty (30) days after posting of a notice fixing
said test date, which thirty (30) day period
shall end not less than six (6) days in advance
of the date fixed for the test. The departnental
board nenber receiving such applications wll
forward such applications to the board secretary
for maintenance of the list established pursuant
to such test shall be kept as a permanent record
of the board in accordance with the Civil Service
Act .

Pronoti onal and conpetitive enploynment |ist shall
be mai ntained by the board for Twelve (12) and
ei ghteen (18) nonths, respectively.

Adm ssion to test shall be governed by provisions
of Section 23 of the Civil Service Act.

VWhen results of any exam nation are furnished to
t he board by the State Exam ner, the chairman or
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, in his absence, vice chairman shall forthwith
call the board into executive session for
approval thereof. Enploynment |ist shall becone
effective upon approval of and by a majority of
the board and filing of the same by the board
with the State Exam ner.

RULE X

DI STRI BUTI ON OF BOARD RULES

SECTI ON 1: A copy of the board rules shall be distributed to
each board nmenber, governing body two (2) copies,
city chief of police one (1) copy, city fire
chief, police, and fire bulletin boards one (1)
copy, and State Exam ner one (1) copy, and each
menber of the classified service one (1) copy.

SECTI ON 2: A copy of the board rules shall be given on
request to an appellant or his counsel prior to
heari ng.

RULE Xl

MAXI MUM HOURS, LEAVES OF ABSENCE. AND HOLI DAYS

SECTI ON 1: MAXI MUM HOURS - POLI CE

The maxi mum hours of work required of any nenber of the
classified service, except those enployed in a position, grade,
or class above that of Captain shall be forty (40) hours in one

cal endar week, and eight (8) hours any one (1) day. Hour s
wor ked i n excess of eight (8) in one (1) day or forty (40) hours
in any calendar week shall be paid at the rate of one and

one-half (1) his usual salary to be determ ned by reducing his
nmont hly salary plus state supplenental pay to an hourly rate.

SECTI ON 2: MAXI MUM HOURS - FI RE

The maxi mum hours of work required of any nenber of the
classified service shall be fifty-six (56) hours in any one
cal endar week. In cases of enmergencies, enployees my be
required to work in excess of the maxi mum hours. For each hour
so worked in excess of fifty-six (56) hours in any cal endar
week, a firefighter shall be paid at the rate of one and one
half (1 & 1/2) tines his usual salary, to be determ ned by
reduci ng his average nmonthly salary plus supplenental pay to an
hourly scal e.

SECTI ON 3: LEAVES OF ABSENCE - POLI CE AND FI RE
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Leaves of absence are classified as follows:
1. Leave of absence wth pay.

2. Leave of absence w thout pay.

3. Absence wi thout |eave and pay.

Si ck Leave

Each enployee of the classified service shall be
entitled to and given, with full pay, sick |eave
aggregating not less than fifty-two (52) weeks during
any calendar year for any sickness or injury or
i ncapacity not brought about by his own negligence or
cul pabl e indiscretion. Any enployee of the classified
service who draws such full pay during sick |eave
shall have such pay decreased by the amount of
wor knen' s conpensati on benefits actually received by
such enpl oyee. Classification of | eave of absence for
the forementioned will be "Leave of Absence with Pay."

Sick leave may not be used for absences incurred
because of attendance to personal affairs.

When an enpl oyee of the classified service is ill and
cannot report for duty, it is his responsibility to
notify his supervisor or the person designhated by the
chief of the departnent not later than two (2) hours
before he is scheduled to report for duty. Failure to
call, as indicated above will result in the forfeit of
pay as it is classified as "Absence Wthout Leave and
Pay" .

Should any illness last |longer than three (3) days,
the enployee is required to submt a doctor's
certificate if requested by the chief indicating the
illness or condition which justified his absence, as

well as the probable duration of the illness. For
failure to produce a doctor's certificate for any
illness over three (3) days, the enployee wll be

classified as "Absent wi thout Leave and Pay."

Should any enployee of the «classified service
frequently or consistently absent hinself before or
after his schedul ed days off or at any other time, he
will be required to submt a doctor's certificate
should the absence be for only one (1) day, if
requested by the chief.

Al'l medical or doctor's certificates received by the
chi ef of the departnment or by any person desi gnated by
him will be placed in the enployee's personnel
records, available for review by the board.

1l ness in I mediate Fam |y

Each enployee of the classified service shall have
"Leave of Absence with Pay" up to four (4) days per
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year for serious illness in the immediate famly. The
enpl oyee is required to submt a doctor's certificate
indicating the illness or condition which justified
hi s absence. "Immedi ate Fam |y" means fat her, nother,
spouse, and children.

Addi tional |eave may be granted and charged agai nst
annual | eave.

If an enployee of the classified service has an
illness in his imediate fam |y and cannot report for
duty, it is his responsibility to notify his
supervi sor or the person designated by the chief of
t he departnment not later than two (2) hours before he
is scheduled to report to duty.

Death in Fam |y

Each enployee of the classified service shall be
granted "Leave of Absence with Pay" up to four (4)
days because of death in the inmediate famly.

In the case of death of a sister, brother, grandchild,
aunt, wuncle, nephew, niece, cousin, grandparent, or
in-law one (1) day "Leave of Absence with Pay" nmay be
gr ant ed.

If an enployee of the classified service has a death
in his famly and cannot report for duty, it is his
responsibility to notify his supervisor or the person
designated by the chief of the departnment not |ater
than two (2) hours before he is scheduled to report
for duty.

Exam nati ons

Each enployee of the classified service wll be
granted "Leave of Absence with Pay" to take any
Muni ci pal Fire and Police Civil Service exan nation

Provi si onal enployees are granted "Leave of Absence
with Pay" to take a Municipal Fire and Police Civi
Service examnation for the class that they hold
provi sionally.

Jury Duty
Absence because of jury duty is Leave of Absence with
Pay". However, the jury notice nust be presented to

the chief of the departnent or the person designated
by the chief to receive such notice at |east five (5)
days in advance of such jury duty. |In addition, the
enpl oyee will be required to turn over to the city all
jury fees that he receives.

Court Attendance
Attendance in court on departnent business is with pay
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provi ded that the attendance is ordered by subpoena or
ot her ~court order. Shoul d any enployee of the
classified service be required to be in attendance in
court on his off tinme, such time shall be considered
as tinme worked or on duty.

Attendance in court on personal business my be
charged to annual |eave or "Leave of Absence w thout
Pay. "

Each nember of the classified service must present to
the chief of the departnent or the person designated
by him upon request, any such notice to appear in
court.

Mlitary Leave with Pay

Members of the classified service who are nenbers of
the National Guard or one of the Armed Force Reserve
units are entitled to a maxinum of fifteen (15)

cal endar days annual | y for or der ed duty.
Classification of |eave of absence for the fore
mentioned will be "Leave of Absence with Pay".

Each nember of the classified service shall give such
notice of ordered duty at least thirty (30) cal endar
days in advance to the chief of the departnment and
this board if known by him Shoul d the enpl oyee be
call ed out on an energency basis, he should contact
his supervisor, the chief of the departnment, or the
person designated by himto receive such notice.

Mlitary Leave w t hout Pay

Any menmber of the classified service called into the
Armed Forces will be carried on mlitary | eave w t hout
pay until he returns to duty. The enployee is
required to notify the chief of the departnent or the
person designated by himto receive such notice and
this board when he receives such notice.

Any menmber of the classified service called into the
Arnmed Forces will be allowed to take whatever annua
| eave to which he is entitl ed.

Provi si onal enployees will not be granted a mlitary
| eave of absence. They shall be required to resign or
be dropped from service.

Any menber of the classified service who is a nenber
of the National Guard or in the Reserves of the Arned
Forces, upon being ordered to active duty, shall be
gi ven any | eave due the enployee in Section H  Should
the enployee have used all Ileave entitled to in
Section H, he shall be granted mlitary |eave w thout

pay.
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Educati onal Leave

Any menmber of the classified service who is sent to
school or training classes by the departnment or the
city shall be granted "Leave of Absence with Pay."

Personal Tinme OFf

Each menber of the classified service nmay apply to the
board for "Leave of Absence wthout Pay" with the
recommendation of the chief of the departnent for
personal time off, when such tine off will exceed two
(2) days.

Each menber of the classified service may apply to the
chief of the departnent, for personal tinme off, when
such time off wll not exceed two (2) days and this
| eave is classified as "Leave of Absence wi t hout Pay."

Any menmber of the classified service taking personal
time off wthout applying for sane, shal | be
consi dered as "Absent w thout Leave or Pay".

Annual Leave - Police and Fire

Each enpl oyee of the classified service after having
served one (1) year, shall be entitled to an annual
vacati on of eighteen (18) working days with full pay.
This vacation period shall be increased one (1) day
for each year of service over ten (10) years, up to a
maxi mum vacation period of thirty (30) days, all of
whi ch shall be with full pay.

Each enpl oyee of the classified service who has not
served one (1) year with the departnment, and who is
separated from the service, shall be entitled to and
given with full pay one and one-quarter (1) days for
each thirty (30) days worked.

Not withstanding any other provisions of Rule X,
Section 3, the appointing authority is authorized to
place any nenber of the «classified service on
adm nistrative leave with pay while an investigation
i's ongoing not to exceed 15 days. Beyond 15 days, the
appoi nting authority nust apply for approval fromthe
boar d.

Fam |y Medical Leave

Each full-time enployee of the classified service
after having served one (1) year, shall be entitled up
to twelve (12) weeks of unpaid |eave, without credit
for depart nent al seniority when appropriate
docunmentation is supplied to the Appointing Authority
for those reasons provided by Public Law 103-3 (Fam |y
and Medi cal Leave Act of 1993).
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An enployee will be required to first exhaust any or
all conpensatory tinme and any or all accunul ated | eave
time before being granted wunpaid |eave wthout
seniority.

Leave for Specialized Disaster Service Vol unteer

1. Any enpl oyee who is a trained disaster vol unteer
of the Anerican Red Cross nmy be granted |eave
fromhis regular work assignnments, with pay, and
wi thout |oss of seniority, annual |eave, sick
| eave, or earned overtime or conpensatory tinme
accumul ation, for any period not to exceed
fifteen (15) work days in any twelve (12) nonth
period, to participate in specialized disaster
relief services for disasters designated at Level
111 or _above in the Anerican Red Cross
Regul ations and Procedures.

2. Leave may be granted upon witten request of the
enpl oyee to the appointing authority which shall
include certification of the enployee as a
trained Anmerican Red Cross disaster volunteer,
the nature and location of the disaster,
anticipated duration of the |eave, nature of
services required, certification by an officia
of the Anmerican Red Cross that the enployee's
services are needed, and the identity and title
of the official of the Anerican Red Cross to whom
the enmployee is to report.

HOLI DAYS

Al'l holidays extended to enpl oyees of the City of Harahan shall
also be granted to each nenmber of the classified service as

"| eave of
foll ow ng

absence with pay" but shall never be less than the
| egal holi days:

a) New Year's Day
b) Mardi Gras Day
c) Independence Day
d) Labor Day

e) Thanksgi vi ng Day
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Shoul d a nenmber of the classified service work assignnment be
such that he is scheduled to work on a | egal holiday as set by
this board, he will be paid an additional conpensation of one

and one-half (1) tinmes his usual pay rate.
occurs on an enpl oyee's
be considered his holiday.

When a holiday
rest day, the foll owi ng work days w ||
In the week in which a holiday

occurs the enployee's work week will be reduced by eight (8)
hours. The enployee will be paid in such weeks for forty hours

hours wor ked.
conpensatory time off

for thirty-two (32)
authorities may grant
addi ti onal conpensation
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